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CALENDAR - SCHEDULE EVENTS

Description:   

This is the method for designating a day and an amount of time for the court to hear
cases and make rulings.

Reference:

CORIS Help Screen and http://www.utcourts.gov/resources/rules/urcp

Overview:   

The court or the clerk shall determine when a matter is ready for hearing. At that time
the clerk shall calendar the matter in CORIS for the appropriate date and time before
the appropriate judge or commissioner. A notice and certificate of mailing may be
prepared.  A calendar can then be printed or displayed for a given period of time. 

The court relies on the calendar to know what cases are to be heard at a given time. 
The public may access the calendar either by viewing it on the court’s website at
http://www.utcourts.gov/cal/  or by viewing copies of the calendar posted at courtroom
doors. 
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Procedure/Computer Entry

If a matter in a case is ready to come before the court, it must be scheduled in
the CORIS calendar program.

To Schedule an Event:  

1. From the Primary Menu select Case > Calendar > Schedule Event (or
use ALT F8).

This screen can also be accessed through the document screen under
Toolbox (ALT F8).  It is also available from the Incourt > Sentencing
screen under Toolbox using the same keystrokes. 

               
2. Choose the type of event to schedule from the Event list box. 

If the exact event needed is not listed, select an event which is close to
the desired event, and then type the exact description in the Event
Description box.  Whatever is typed in the Event Description box will be
printed on the calendar as a description of the event scheduled.  If the
Event Description box is left empty, the event type selected in the Event
drop down box will be printed on the calendar.
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 3. Tab to On and enter the date in the format of MM/DD/YY.  Tab to At and
enter the time in the format of HH:MM.   When you tab, AM or PM is
selected automatically but can be manually changed.

4. Tab and select a specific courtroom and/or a specific judge.

5. The Length of the event is optional.  When it is entered, it should be
entered as hours and/or minutes (HH:MM), or as a number of days.  If a
length of time is entered, the computer will calculate the total time
scheduled for that day and display it on the view month calendar.

If a multiple day event is scheduled, change the drop down box in the
length area of the screen to days. A dialogue box will appear for each day,
asking for the times the event will require for each day.  The date and time
should default to this screen but the length of the hearing must be filled in. 
You cannot continue until this is done.

6. If Add Interpreters box is checked, enter what language is needed and a
notation will be listed on the Events for Case screen.  A notation will also
appear if the Court Reporter box is checked. When subsequent hearings
are entered, the system will ask if a court reporter or interpreter is needed.

7. If Add Note box is checked, the clerk will not be able to enter the note
until after the event is completely scheduled and Enter is selected.  After
the message stating “The event was calendared successfully” has been
acknowledged, the Calendar Note screen appears and the clerk may
select a Predefined Note or use the Free Form screen to create their own
note.  The note does not print on the notice but will appear on the calendar
with that case.
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.

Check the Print Notice box to print a Notice.  This will also activate the
Certificate of Notification, Completion Dates, and Notice Instructions
boxes.

Certificate of Notification, when selected, will create a written notice to
all parties in the case.  To avoid sending notice to unnecessary parties,
remove the X from the box next to the name.  This will remove that name
from the certificate.
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Completion Dates box is selected, enter in various dates set by the court for case
management.  This is an option and not essential to scheduling.

Notice Instructions provides a way to give further information about a
hearing.  If selected, predefined instructions may be inserted in the notice,
or if Free Form is selected, more specific instructions for the hearing may
be typed.

 



CALENDAR - SCHEDULE EVENTS

6DCCTR Calendar/Schedule Events 12/1/05

9.  Enter will finalize the calendaring for that event and a message will appear
stating that the event was calendared successfully.  If another event is
scheduled for another date, a new event may be entered immediately
without exiting the calendaring screen. This will put multiple events on one
notice.  However, if this is done from the in-court screen, once Enter is
selected, a message will appear stating, “Calendar information has been
found in this set of minutes, do you want to delete them and only have this
calendar setting?”  If yes is selected, the first calendar event will be
removed. If no is selected, both events will remain scheduled.

To View, Modify or Cancel a Calendared Event:

A calendared event in a selected case may be viewed from the Primary Menu >
Case > Calendar > Events for Case or use the Hot Key F8.   Hearings can be
added, modified, or cancelled.  Notes and interpreters may also be added.

 1. To modify an event in a specific case, select the event to be modified. 
Once highlighted, select the Modify button and make any changes
necessary.  You must select a reason for the modification from the drop
down box.

2. To cancel a hearing in a specific case, select the event to be canceled. 
Once highlighted, select a cancellation reason from the drop down box
then select Cancel.

3. Delete should only be used when an event is calendared in error.
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4. Calendared events for a given day may be viewed from Primary Menu >
Case > Calendar > View a Day or ALT F7.  The screen will default to the
current date with All for the judge and room.  Type in the desired day,  
Selecting the judge and the room from the drop down box will narrow the
selection to be viewed.  An abbreviated display of cases calendered will
appear.  

Use the Sort drop down list for ease in locating a particular event or party or case
number.
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5. Calendared events for a given month may also be viewed from Primary
Menu > Case > Calendar > View a Month or F7.   The screen will default
to the current month and year with ALL for the judge and room. This will
display all days where cases have been calendared.  To view scheduled
events for a specific day, use the mouse to select the day. 

The Retrieve option is used to update the display if search criteria is
changed.
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To Prepare a Printed Calendar

1. A detailed calendar may be prepared from Primary Menu > Information >
Reports > Calendar > Print Calendar or Shift F7.  Enter in the starting
date, the starting time and all the necessary fields to obtain the information
desired.  The more fields that are selected, the more detailed the calendar
will be.  
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2. A less detailed calendar may be printed by going to Case > Calendar >
View a Day or ALT F7.  Enter the date, judge and room.  The cases will be
displayed and may be printed by using Print Screen.

3. To schedule JUDGE AWAY, from Case > Calendar > Judge Schedule. 
Select the Judge and fill in the beginning date and time and the ending
date and time and the reason.  The information will be displayed in the less
detailed calendar as shown above.  


